
 

 

 
 

 

 

 

 

    

OOPPAA  DDAATTAABBAASSEE  GGUUIIDDEE    

FFOORR    

PPUUBBLLIICC  UUSSEERRSS  --  RREECCEERRTTIIFFIICCAATTIIOONN  

  

  
  

JJUULLYY  22001111  

      VVEERRSSIIOONN  11..00  
  

 
 

Prepared by: 

Primescape Solutions, Inc. 

    

 

 

 

 

  



 

  



                    OPA RECERTIFICATION GUIDE FOR PUBLIC USERS 

 

July 2011  i 

CONTENTS 

CERTIFICATION 1 

AM/PM Advance Notification 1 

PM Electronic Revalidation Batch Notification 2 

Program Manager Login 2 

Program Manager Certifications 3 

Decertifying 4 

Batch Certification Completion 5 

Approving Manager Approval 6 

Approving Manager Login 6 

AM Certifications 7 

AM/PM Certification Completion 9 

 

 



                    OPA RECERTIFICATION GUIDE FOR PUBLIC USERS 

 

July 2011 1 

 

 

 CERTIFICATION 

 

Objectives: 

 Program Manager Accessing and Logging In  

 Program Manager Certifying Batches 

 Approving Manager Accessing and Logging In 

 Approving Manager Certifying Batches 

 

 

 

 

AM/PM ADVANCE NOTIFICATION 

DETAILS EXAMPLE 

AM/PM Advance Notification 

 Program Manager and 
Approving Manager receive an 
Advance Notification via email 
from OPA as a reminder of the 
annual recertification process. 
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PM APPROVALS 

DETAILS EXAMPLE 

PM Electronic Revalidation Batch 
Notification 

 PM receives email notification 
that a Recertification Batch is 
ready for certification.   

 Email notification provides 
instructions including URL link, 
User Name and Password. 

 

 

Program Manager Login 

 PM can login in 340B application 
using the URL in the PM Login 
email or from 340B OPA 340B 
Homepage. 

 URL link provides access to the 
Authentication and Authorization 
window opens. 

 

1. Copy and paste user name in 
User Name field. 

2. Copy and paste password in 
Password field. 

3. Click the  button and 
the U.S. Government Warning 
pop-up window displays.  
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PM APPROVALS 

DETAILS EXAMPLE 

4.  Click the  button. 

 

5. Copy and paste password from 
email in Enter old password field. 

6. Enter a new password. 
New password must consist of 
the following: 

o 6 to 12 characters 
o 1 Uppercase letter 
o 1 Special Character     

@, #, %, &, *, $, /, ^ 

7. Click the 

 button 
and an email acknowledgement 
is sent that the password is 
updated. 

 

The Program Manager’s 
User ID and Password are 
based on Grant Numbers 

and cannot be reused once all 
Batches in an Initiative have 
been reviewed and certified.    

 

 

Program Manager Certifications 

1. PM navigates to the Batch 
Dashboard and the status for 
each CE is listed as Incomplete. 

2. Click on 340B ID hyperlink for 
each CE and the Covered Entity 
Detail screen displays. 

 

PM cannot export data. 
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PM APPROVALS 

DETAILS EXAMPLE 

4. For each 340B ID, repeat same 
as process. 

 

5. Click Edit button to change 

information in applicable field(s). 

6. Click the  button to 
certify that CE has been 
certified.   
 

 button returns to Batch 
Dashboard. 
 

Decertifying  

 Selecting the  button 
indicates that the CE is not being 
certified.   

 Decertifying requires:  
o Termination Date 
o Termination Reason of 

Decertify/Defunded 
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PM APPROVALS 

DETAILS EXAMPLE 

Batch Certification Completion  

 Grantee Certification screen 
displays when the last CE in 
each batch is certified or 
decertified. 

 PM Certification column 
indicates status of CE’s 
certification. 

 Estimated Outpatient Drug 
Expenditure only displays for 
applicable Program Types. 
o Enter dollar amount in 

Grantee Certification field.  
Include $ sign (i.e., 
$5000.00). 

1. Indicate  checkbox. 

2. Select 
button displays, an email 
notification is generated to the 
Approving Manager. 

3. System sends the AM login 
email to Approving Manager 
based on Entity types (FP. STD, 
TB, RWA, RWB Direct, RWB 
Rebate) if the Batch Certified by 
the Program Manager is the first 
Batch in the Initiative.   

For DSH Entity Type, the 
AM login email step to 
Approving Manager is 

omitted since AM does not 
exist.   Approving Manager 
does not exist.   

 System sends an AM Notification 
email to the Approving Manager 
based on Entity types (FP. STD, 
TB, RWA, RWB Direct, RWB 
Rebate) if the Batch Certified by 
the Program Manager is the not 
the first Batch in the Initiative.   
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AM APPROVALS 

DETAILS EXAMPLE 

Approving Manager Approval  

 Receives email notification. 
o Initial batch email 

includes the login 
information.  

o Subsequent emails only 
include batch certification 
notification. 
 

Approving Manager Login 

 

 AM logins into 340B application 
using the URL in the AM 
Login/Notification email or from 
HRSA OPA 340B Homepage 

URL. 
 

1. Copy and paste user name in 
User Name field. 

2. Copy and paste password in 
Password field. 

3. Click the  button and 
the U.S. Government Warning 
pop-up window displays.  

 

3. Click the  button. 

 

 

 

4. Copy and paste password from 
the email in the Enter old 
password field. 
Enter new password must 
consist of the following: 

o 6 to 12 characters 
o 1 Uppercase letter 
o 1 Special Character     

@, #, %, &, *, $, /, ^ 

5. Select the 

 button. 
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AM APPROVALS 

DETAILS EXAMPLE 

6. Receives email 
acknowledgement that password 
has been updated. 
 

The Approving Manager’s 
User ID and Password 
cannot be reused once all 

Batches in an Initiative have been 
reviewed and certified.    

 

AM Certifications 

1. AM navigates to the Initiative 
Dashboard. 

2. Click on the Batch Name. 
 

AM cannot export data. 

 

  

  



                    OPA RECERTIFICATION GUIDE FOR PUBLIC USERS 

 

July 2011 8 

 

AM APPROVALS 

DETAILS EXAMPLE 

3. Select the Approve link in the 
Approve Status column and the 
Grantee Certification screen 
displays. 

4. Make edits to Approving 
Manager fields, if applicable. 

5. Indicate  checkbox. 

6. Select 
button and return to the HRSA 
OPA  340B Homepage. 

 

 

7. Click on 340B ID name to view a 
certified CE in the Batch. 
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AM/PM CERTIFICATION COMPLETION  

DETAILS EXAMPLE 

AM/PM Certification Completion 

 AM and PM receive email 
notification when a Batch is 
reviewed and approved by OPA. 

 

 


